Qperator: JHANCOCK Rol e Nanme AP Voucher Entry

Run Control JH_RUN_CONTROL As of: 10/ 04/2007
Run | nst ance fallalalioliolie
Last Change by: JWELSH - Welsh,Jim067-GMS on: 02/26/2007

Rol e Status: ACTIVE
Rol e type: User List
Description: AP Voucher Entry (Linted)
This rol e enabl es a nunber of payment activities including:
- voucher entry
- voucher budget check

Portal Navigation:
Page Effective access Perm ssion |ist

Supplier Contracts > Supplier Contracts Setup >

&Overal | Di splay Only PO _DSPLY
&Vanuf act uri ng Di splay Only PO DSPLY
&Pur chasi ng Di splay Only PO _DSPLY

Supplier Contracts > Contract Rel ease Processes >

Rel ease &Par anet er Di splay Only PO DSPLY
Supplier Contracts > Contract Rel ease Processes >

&Sel ected Items Di splay Only PO _DSPLY
Supplier Contracts > Rel ated Links >

&Cont act s Di splay Only SO _VENDOR_DI SPLAY

&Profile Di splay Only SO _VENDOR DI SPLAY
Supplier Contracts > Rel ated Links >

&Cat egory Definition Di splay Only PO DSPLY

Category &Definition 2 Di splay Only PO _DSPLY

Supplier Contracts > Rel ated Links >
Define SetID level attributes for an inventory item

&Gener al Di splay Only PO DSPLY
&Gener al Di splay Only PO _DSPLY
&Gener al Di splay Only PO DSPLY
&Gener al Di splay Only PO _DSPLY
& nventory Di splay Only PO DSPLY
&l nventory Di splay Only PO _DSPLY
&Substi tut es Di splay Only PO DSPLY
&Confi guration Di splay Only PO _DSPLY
Supplier Contracts > Rel ated Links >
Purchasing &Attributes Di splay Only PO DSPLY
Pur chasi ng &Controls Di splay Only PO _DSPLY
It em &Vendor Di splay Only PO DSPLY

Supplier Contracts > Related Links >

PO &Form Di splay Only PO _DSPLY
Items > Define Controls > Brand Nanes
Associate itens with brand nanes that are valid for specific periods of tine.
&Brand Narmes Di splay Only PO DSPLY
Itens > Define Controls > Charge Codes
Define charge codes that determine how itens are charged at a |ocation.
Char ge C&odes Di splay Only PO _DSPLY
Items > Define Controls > G ades
Define codes for setting internal rating levels for items and |ots.
G&r ades Di splay Only PO DSPLY
Itens > Define Controls > Item Attributes G oup
Establish attribute groups that are assigned to specific resources.
Item Attributes &G oup Di splay Only PO _DSPLY
Itens > Define Controls > Item Categories
Define itemcategories to use as organi zational units for item catal ogs.
&Cat egory Definition Di splay Only PO DSPLY
Category &Definition 2 Di splay Only PO _DSPLY
Items > Define Controls > Item Default Val ues
Establish itemattribute defaults that the systemassigns to all new itens.
Item Defaul t &Val ues Di splay Only PO DSPLY
Items > Define Controls > Item Famlies
Define codes used to group fanmilies of itemns.
Item &Fanilies Di splay Only PO _DSPLY
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Itens > Define Controls > Item Family Routing

Define an itemfanmly and the itemrouting for menbers of the itemfamly.

Fam |y Rtg &Assignment Di splay Only
Itens > Define Controls > Item G oups
Define codes used to group sinmlar or related itens.
I'tem &G oups Di splay Only
Itens > Define Controls > Item Group Routing
Define an itemgroup and the itemrouting for menbers of the item group.
&Group Rt g Assi gnment Di splay Only
Items > Define Controls > [tem Number Control
Speci fy sequential or manual nunbering for new Inventory itemns.
I'tem &\unber Contr ol Di splay Only
Itens > Define Controls > Item Tenpl ates
Establ i sh various sets of itemattribute defaults for defining itemns.
I'tem &Tenpl at es Di splay Only
Itens > Define Controls > Item Types
Define codes used to group inventory items by function.
Item T&ypes Di splay Only
Items > Define Controls > Manufacturers

&\Vanuf act urers Di splay Only
Items > Define Controls > MSDS Identifiers
Create material safety data sheet (MSDS) IDs for items that require them
&VBDS | dentifiers Di splay Only
Itens > Define Controls > Packing Codes
Establ i sh standard packagi ng codes for providing packing instructions.
&Packi ng Codes Di splay Only
Itens > Define Controls > Potency Codes
Define informati onal codes to specify an item s potency.
Pot ency &Codes Di splay Only
Itens > Define Controls > Repl eni shnent d asses
Define classes for grouping items that require periodic replenishment.
&Repl eni shment C asses Di splay Only
Itens > Define Controls > Stock Types
Define ownership informati on codes for consigned inventory itens.
&St ock Types Di splay Only
Itens > Define Controls > Uilization Types
Define utilization types for analysis of inventory itens.
&Utilization Types Di splay Only
Items > Define Itens and Attributes > Define Item
Define setID level attributes for an inventory item

&Gener al Di splay Only
&Gener al Di splay Only
&Gener al Di splay Only
&Gener al Di splay Only
& nventory Di splay Only
& nventory Di splay Only
&Substi tutes Di splay Only
&Confi guration Di splay Only

Itens > Define Itens and Attributes > Approve Item
Approve new itens for use.
It em &Appr oval Di splay Only
Itens > Define Itens and Attributes > Units of Measure
Define units of measure for itens and conversion rates.
U&nits of Measure Di splay Only
Itens > Define Itens and Attributes > Purchasing Attributes
Enter basic purchasing information for itemns.

Purchasing &Attributes Di splay Only
Pur chasi ng &Control s Di splay Only
I tem &Vendor Di splay Only

Itens > Define Itens and Attributes > Define Business Unit Item
Define business unit level attributes for an inventory item

&Cener al Di splay Only
& nventory Di splay Only
& nventory Di splay Only
& nventory Di splay Only
&Pl anni ng Di splay Only

&Pl anni ng Di splay Only
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&Confi guration

Di splay Only

Itens > Define Itens and Attributes > Copy Item
Request a process to duplicate iteminformation.

&l tem Copy

Di splay Only

Itens > Define Itens and Attributes > Autonmatic Serial Nunbers

Define criteria for creating automatic
Automatic Serial Nunbers

serial nunbers.
Di splay Only

Itens > Define Itens and Attributes > Item Ship To Locations
Assign ship to codes for itemvendor-I|ocation conbinations.

Item &Ship To Locations

Di splay Only

Itens > Define Itens and Attributes > Price Adjustnents
Define vendor price adjustments based on specific ordering conditions.

Price &Adj ust ment
Price Adjustnment &Details

Di splay Only
Di splay Only

Itens > Define Itens and Attributes > Purchasing Kit Definition

Define purchasing kits (sets of two or
&Pur chasing Kit Definition
Items > Define Itens and Attributes > Stocki
Establ i sh ti me- phased safety stock and
&St ocki ng Peri ods

nore itemns).
Di splay Only

ng Peri ods

excess stock |levels for Planning.
Di splay Only

Itens > Define Itens and Attributes > Transfer Attributes
Define attributes for each ship-via option used for interunit transfers.

&Transfer Attributes
Itens > Review Item Infornation > Itens

Di splay Only

Revi ew set| D level attributes for an inventory item

&Gener al
&Gener al
&Gener al
&Gener al
&l nventory
&l nventory
&Subst it ut es
&Confi guration
Cusé&t om
Cusé&t om
&Audi t

Itens > Review Item Information > Catal og

Save
Save
Save
Save
Save
Save
Save
Save
Save
Save
Save

£§555555555%

View iteminformation in purchasing catal ogs.

Catal og & nquiry

Updat e/ Di spl ay

Itens > Review Item Infornmation > Item Brand Nanes

Revi ew t he brand names associated with
Item &Brand Nanes

items and the dates the names are valid.
Updat e/ Di spl ay

Vendors > Vendor |nformation > Add/ Update > Vendor
Identify vendor infornation such as address, contacts, |ocations, status.

&Cont act s
&Profile
Vendors > Vendor |nformation > Add/ Update >

Di splay Only
Di splay Only
Revi ew Vendors

Search for existing vendors based on search criteria.

Vendor Lookup
Vendor Lookup
Vendors > Vendor |nformation > Add/ Update >

No Save
No Save
Revi ew Vendors

Search for existing vendors based on search criteria.

Vendor Lookup
Vendor Lookup

No Save
No Save

Vendors > Vendor |Information > Mintain > Conversations
Record conversation details with vendors.

&Conver sati ons

Di splay Only

Vendors > Vendor Information > Maintain > Duplicate Vendor Report

Identify potential duplicate vendors.
Dupl i cate Vendors
Vendors > 1099/ d obal Wt hhol di ng > General

Add Updat e/ Di spl ay
Reports > W hd Voucher/Vendor M smatch

Identify vouchers with a different withholding status than the vendor.

W hd M sntch Rgst
Purchasi ng > Requi sitions > Add/ Update Requi
Add or nodify requisition header, Iline,
&Form
&Schedul e
Purchasi ng > Requi sitions > Approve Anounts

Add Updat e/ Di spl ay
sitions
schedul e, and distribution information.
Di splay Only
Di splay Only
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Approve, recycle, or deny requisition anounts.
&Appr oval Di splay Only
Purchasi ng > Requisitions > Approve ChartFields
Approve, recycle, or deny requisition ChartField val ues.
&Appr oval Di splay Only
Purchasi ng > Requisitions > Stage For Loading
Revi ew and correct Requisition Loader data.
&Requi si tion Loader Request Di splay Only
Purchasi ng > Requisitions > Review Requisition Informati on > Requisitions
View requisition information in five stages.
&Requi si tions No Save
Purchasi ng > Requisitions > Review Requisition Information > Wrkbench
Update requisition information; view status of requisitions in the process flow
Requi sitions No Save
Purchasi ng > Requisitions > Review Requisition Informati on > Docunent Status
Vi ew requi sition docunent status infornation.
Req DOC St at us No Save
Purchasing > Requisitions > Reports > Print Requisition
Run the Requisition Print report (PORQ10) to |list details of requisitions.
&Requi sition Print Add Updat e/ Di spl ay
Purchasi ng > Requisitions > Reports > PO Requisition Xref
Li st cross-reference between requisitions and associ ated purchase orders.
&Requi sition to PO XREF Add Updat e/ Di spl ay
Purchasing > Requisitions > Reports > Req and PO Budgetary Activity
Run Requi sition and Purchase Order Budgetary Activity Reports.
Req- PO Budgetary Activity Add Updat e/ Di spl ay
Purchasi ng > Requisitions > Reports > Requisition Tracki ng Report
Requi sition Tracki ng Report
&Requi si tion Tracking Add Updat e/ Di spl ay
Purchasi ng > Request for Quotes > Manage Vendor Quote G oup
Create vendor groups for dispatching RFQs and ot her purposes.
Li st of &Vendors Di splay Only
Purchasi ng > Request for Quotes > Add/ Update Vendor Responses
Enter vendor request for quote (RFQ responses for analysis.
RFQ &Response Di splay Only
Purchasi ng > Request for Quotes > Resolve Load Errors
View and resol ve errors encountered in | oadi ng RFQ responses by EDX
&Response Errors Di splay Only
Purchasi ng > Request for Quotes > Review RFQ Informati on > Quotes by Vendor
View all requests for quotes (RFQs) sent to a vendor.
&Al'l Quotes No Save
Purchasi ng > Request for Quotes > Review RFQ I nformation > Vendors by Quote
View all vendors for a dispatched request for quote (RFQ.
Al &Vendors No Save
Purchasi ng > Request for Quotes > Review RFQ I nformati on > Responses by Vendor
View all quotes subnmitted by a specific vendor in response to RFQs.
&Response By Vendor No Save
Purchasi ng > Request for Quotes > Review RFQ I nformation > Docunment Status
Vi ew request for quote (RFQ docunent status infornmation.
RFQ DOC St at us No Save
Purchasi ng > Procurenment Contracts > Manage Master Contracts
Group several contracts for a supplier using one master contract ID.
&\ast er Contract Di splay Only
Purchasi ng > Procurement Contracts > Add/ Update Contracts
Add or nodify contract header, line, and rel ease infornation.
&Cont r act Di splay Only
&Cr eat e Rel eases Di splay Only
Purchasing > Procurement Contracts > Stage Contract PGCs
Stage contract rel eases to create purchase orders.
Rel ease &Par aneter Di splay Only
Purchasi ng > Procurement Contracts > Review Contract Information > Review Contracts by PO
Vi ew purchase orders related to a contract.
PO Contract &Line No Save
Purchasi ng > Procurenent Contracts > Reports > Master Contracts
List all master contracts and associ ated voucher contracts by setlD.
&Vast er Contracts Add Updat e/ Di spl ay
Purchasi ng > Procurement Contracts > Reports > Recurring Vouchers
Li st recurring voucher contract information.
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&Recurring Voucher Contracts Add Updat e/ Di spl ay
Purchasi ng > Procurement Contracts > Reports > Recurring Voucher Details

Run the Contract Details report (POY1052) to list recurring voucher details.

Recurring Voucher &Detail Add Updat e/ Di spl ay
Purchasi ng > Procurenment Contracts > Reports > Order Contracts
Li st vendor contract details for order contracts.
& der Contracts Add Updat e/ Di spl ay
Purchasi ng > Procurement Contracts > Reports > Internal Order Contracts
List all internal order contracts.
& nternal Contract Add Updat e/ Di spl ay
Pur chasi ng > Purchase Orders > Add/ Update PGCs
Add or nodify PO header, line, schedule, and distribution infornation.
PO &Form Di splay Only
Purchasi ng > Purchase Orders > Approve Anpunts
Approve, recycle, or deny purchase order anounts.
&Appr oval Di splay Only
Pur chasi ng > Purchase Orders > Reserve PO | Ds

Reserve a purchase order nunber or a sequence of purchase order nunbers.

&Reserve PO Di splay Only

Purchasi ng > Purchase Orders > Maintain Distributions
Directly access and mai ntai n purchase order distributions.
Maintain &Distrib Di splay Only

Purchasi ng > Purchase Orders > Stage/ Source Requests > Requisition Selection

Sel ect requisitions manually for sourcing to PCs or inventory demand.
&Sour ci ng Di splay Only
S&t agi ng Di splay Only

Purchasi ng > Purchase Orders > Stage/ Source Requests > Sourcing Wrkbench

View and nodi fy PO data in staging tables, and update sourcing sel ections.

&Sel ected Itemnms Di splay Only
Purchasi ng > Purchase Orders > Manage Change Orders > Revi ew Change History
Revi ew a history of change orders associated with a purchase order.
&Li ne Changes No Save
&Shi p Changes No Save
Purchasi ng > Purchase Orders > Review PO I nformation > Purchase Orders
Vi ew purchase order infornation.
&Form No Save
Pur chasi ng > Purchase Orders > Review PO Information > Activity Summary

Vi ew receiving, invoicing, and nmatching activities for selected purchase orders.

&Activity summary No Save

Purchasi ng > Purchase Orders > Review PO I nformation > PO Accounting Entries

Vi ew accounting entries in the Conm tnent Control |edger activity I|og.
Po Acctg Ln Lookup No Save

Pur chasi ng > Purchase Orders > Review PO I nformati on > Docunment Tol erance Exceptions

Revi ew docunent tol erance exceptions.
Doc Tol Exception Updat e/ Di spl ay

Purchasi ng > Purchase Orders > Review PO Information > Doc Tol erance Override History

Vi ew t he docunent tol erance override history.
Override Log No Save
Purchasi ng > Purchase Orders > Review PO Information > Print PCs

Produce the PO Dispatch/Print report to create hard copy of purchase orders.

&Pur chase Orders Print Add Updat e/ Di spl ay
Purchasi ng > Purchase Orders > Review PO I nformation > Docunment Status
Vi ew purchase order docunent status information.
PO Docunent Status No Save
Purchasi ng > Purchase Orders > Reports > Expediting
Create the Expediting report by buyer, vendor, and due date.
&Expedi ti ng Report Add Updat e/ Di spl ay
Purchasi ng > Purchase Orders > Reports > Listings
Create a purchase order listing by PO date, vendor, buyer, and status.
PO &Li stings Add Updat e/ Di spl ay
Purchasi ng > Purchase Orders > Reports > Status Listings
Run the Order Status By Vendor and Order Status by Itemreports.
PO &St atus Listings Add Updat e/ Di spl ay
Purchasi ng > Purchase Orders > Reports > Detail Listings
Create a purchase order detail listing by PO date, vendor, and buyer.
PO Detail &Listings Add Updat e/ Di spl ay
Purchasi ng > Purchase Orders > Reports > Schedul e Listings
Create a PO schedul e listing by PO date, vendor, and buyer.
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PO &Schedul e Listings Add Updat e/ Di spl ay PO DSPLY
Purchasi ng > Purchase Orders > Reports > Requisition/ PO Xref
Li st cross-reference between requisitions and associ ated purchase orders.
PO &To Requi sition Xref Add Updat e/ Di spl ay PO _DSPLY
Purchasi ng > Purchase Orders > Reports > Activity
Produce the PO Activity report (POPC009), which provides PO activity details.
PO Activity Add Updat e/ Di spl ay PO DSPLY
Purchasi ng > Purchase Orders > Reports > Req and PO Budgetary Activity
Run requisition and purchase order budgetary activity reports.
Req- PO Budgetary Activity Add Updat e/ Di spl ay PO _DSPLY
Purchasi ng > Recei pts > I nspect Receipts
I nspect receipts according to inspection instructions; set up necessary RTVs.
&l nspection Di splay Only PO DSPLY
Purchasi ng > Receipts > Maintain Delivery Information
View delivery location and ship to information for the goods.
Delivery &Location Di splay Only PO _DSPLY
Locati on &Conments Di splay Only PO DSPLY
&Ship To Conmment s Di splay Only PO _DSPLY
Purchasi ng > Receipts > Maintain Activity and Comments
Enter or track activities and comments associated with a receipt.
&Activity Di splay Only PO DSPLY
Purchasi ng > Recei pts > Review Receipt Information > Docunent Status
Vi ew recei pt docunent status infornmation.
Recei pt DOC St at us No Save PO _DSPLY
Purchasi ng > Recei pts > Reports > Recei pt Labels
Print |abels for receipt itens.
PO Recei pt &Label s Add Updat e/ Di spl ay PO DSPLY
Purchasi ng > Recei pts > Reports > Recei pt Sunmmary
Run a report providing a summary |listing of receipts.
Recei ver &Sunmary Add Updat e/ Di spl ay PO _DSPLY

Purchasi ng > Recei pts > Reports > Receipt Ship To Details

Produce the Receiver Ship To Detail report (POY5010), which lists receipt shipments along with ship

to location information

Recei pt Shipto &Detai l Add Updat e/ Di spl ay

Purchasing > Return To Vendor > Docunent Status
View return to vendor (RTV) docunent status infornation.
RTV DOC St at us No Save

Purchasi ng > Anal yze Procurement > Setup Profiles > Define Procurement Controls
Set up reporting entities as high-level groupings for inquiries.

Define Procurement &Controls Di splay Only

Purchasi ng > Anal yze Procurement > Setup Profiles > Field Candi dates

Select fields that are eligible for selection for an inquiry type.

&Fi el d Candi date Setup Di splay Only

Purchasi ng > Anal yze Procurenment > Setup Profiles > Profile Inquiries
Define up to seven filters per user ID for view ng procurement analysis data.

Inquiry &Profile Setup Di splay Only
Purchasi ng > Anal yze Procurement > Setup Profiles > Views
Create views of procurement data to use in inquiry functions.
&Vi ew Candi date Setup Di splay Only

Purchasi ng > Anal yze Procurenment > Review Procurenent |nformation >

View data in the current receipt tables.
Re&cei pt Li st No Save

Purchasi ng > Anal yze Procurenment > Review Procurenent |nformation >

View data in the current requisition tables.
Re&qui sition List No Save

Purchasi ng > Anal yze Procurenment > Review Procurenent |nformation >

Vi ew purchase order data in the procurenent history table.
&PO Hi story Inquiry Updat e/ Di spl ay

Purchasi ng > Anal yze Procurenment > Review Procurenent |nformation >

View recei pt data in the procurenent history table.
&Recei pt History Inquiry Updat e/ Di spl ay

Purchasi ng > Anal yze Procurenment > Review Procurenent |nformation >

Vi ew voucher data in the procurenent history table.
&Voucher Hi story Inquiry Updat e/ Di spl ay
Inventory > Maintain Storage Locations > Default Putaway Locations
Define default putaway |ocations for an inventory item
Default Putaway &Locations Di splay Only
Inventory > Maintain Storage Locations > Fixed Picking Locations

Recei ver Lists

Requi sition Lists

Purchase Order History

Recei pt History

Voucher History
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Define one or nore fixed picking locations for an inventory item
Fi xed &Pi cki ng Locations Di splay Only PO _DSPLY
Inventory > Maintain Storage Locations > Production Repl enish Locations
Define production replenishment details for work-in-progress (WP) |ocations.
Prdn Repl eni sh &Locati ons Di splay Only PO DSPLY
Inventory > Maintain Storage Locations > Review Default Putaway Loc
Revi ew default putaway | ocations for itens.
Default Putaway &Locations Updat e/ Di spl ay PO _DSPLY
Inventory > Maintain Storage Locations > Review Fi xed Picking Locations
Revi ew fixed picking |locations defined for an item
Fi xed &Pi cki ng Locati ons Updat e/ Di spl ay PO DSPLY
Inventory > Forecast |tens > Forecast Sets
Define a conplete group of forecast data for analysis.
&For ecast Set Di splay Only PO _DSPLY
eProcurenment > Buyer Center > Receipts >
&l nspection Di splay Only PO DSPLY
eProcurenent > Buyer Center > Receipts >
Delivery &Location Di splay Only PO _DSPLY
Locati on &Conment s Di splay Only PO DSPLY
&Ship To Conmment s Di splay Only PO _DSPLY
eProcurement > Buyer Center > Receipts >
&Activity Di splay Only PO DSPLY
eProcurenent > Buyer Center > Return to Vendors >
View return to vendor (RTV) docunent status information
RTV DOC St at us No Save PO_DSPLY
Services Procurenent > Maintain Users >
Establ i sh requesters;define requisition or catal og defaults for each requester
&Request er Set up Di splay Only PO DSPLY
Servi ces Procurement > Services Procurenent - H dden >
&Cal endar Bui | der Di splay Only PO _DSPLY
Services Procurenent > Services Procurenent - Hi dden >
&Currency Code Di splay Only PO DSPLY
Servi ces Procurement > Services Procurenent - H dden >
&L ocation Definition Di splay Only PO _DSPLY
Location &Detai l Di splay Only PO DSPLY
Servi ces Procurement > Services Procurenent - H dden >
Ship To &Locations Di splay Only PO _DSPLY
Services Procurenent > Services Procurenment - Hi dden >
&Units of Measure Di splay Only PO DSPLY

Servi ces Procurenment > Services Procurenment - Hidden >

&Cont act s Di splay Only
&Profile Di splay Only
Account s Payabl e > Vouchers > Add/ Update > Regul ar Entry
Enter standard invoices and invoices associated with a purchase order.

& nvoi ce Information Add Updat e/ Di spl ay
&Payment s Add Updat e/ Di spl ay
&Voucher Attributes Di splay Only

Account s Payabl e > Vouchers > Add/ Update > O ose Voucher
Mark vouchers to be closed during voucher post.
&Cl ose Voucher Updat e/ Di spl ay
&Voucher Details Updat e/ Di spl ay
Account s Payabl e > Vouchers > Add/ Update > UnPost Voucher
Revi ew voucher details and create reversal entries for a single voucher.
&UnPost Voucher No Save
&/oucher Details No Save
Account s Payabl e > Vouchers > Mintain > Docunent Tol erance Exceptions
Revi ew docunent tol erance exceptions.
Doc Tol Exception Updat e/ Di spl ay
Accounts Payable > Paynents > Pay Cycle Processing > Paynent Selection Criteria
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Establ i sh selection criteria for one or nore

Account s Payabl e > Paynents > Pay Cycle Approvals > Reference Confirmation

&Dat es

Pr e&f er ences

&Source / BU

&Bank / Met hod

&Pay Group / Netting

pay cycl es.

Di splay Only
Di splay Only
Di splay Only
Di splay Only
Di splay Only

Verify that checks were printed with accurate reference nunbers.

Accounts Payabl e > Paynents > Cancel/Void Paynents > Paynent Cancell ation

&Confirm Payment References

Request to cancel paynents.

&Cancel a Payment

Di splay Only

Di splay Only

Accounts Payable > Batch Processes > Interfaces > Load Assets Request
Popul ate pre-interface records for assets.

Accounts Payable > Batch Processes > Interfaces > Quick Voucher

Load &Assets Request

Qui ck Voucher Interface

Account s Payabl e > Revi ew Accounts Payable Info > Vouchers > Accounting Entries

Transport Vouchers

Add Updat e/ Di spl ay

Add Updat e/ Di spl ay

Revi ew voucher posting results and accounting entries.

Accounts Payabl e > Revi ew Accounts Payable Info > Vouchers > Docunent Status

Revi

Account s Payabl e > Revi ew Accounts Payable Info > Vouchers > Docunent Tol erance Override

Voucher &Accounting Entries

No Save

ew al | documents associated with a voucher.

Voucher DOC St at us

No Save

Revi ew docunments for which tol erance has been overridden.

Override Log

No Save

Accounts Payabl e > Review Accounts Payable Info > Vouchers > Voucher

Revi

ew detail ed voucher information.
Voucher 1 nquiry

No Save

Account s Payabl e > Revi ew Accounts Payable Info > Paynents > Detail Data

Revi ew requirements for a specific pay cycle.

Accounts Payabl e > Review Accounts Payable Info > Paynents > Summary Data

Pay Cycle Detail Data

Create a vendor listing by status.

Account s Payabl e > Revi ew Accounts Payable Info > Paynents > Docunent Status

Revi

Account s
Revi

Account s
Def i

Account s
Revi

Account s
Revi

Account s
Revi

Account s
Revi

Account s
Revi

Account s
Revi

Account s
Revi

Pay Cycle Summary Data

Updat e/ Di spl ay

No Save

ew al | docurments associated with a voucher.

Paynent DOC St at us

No Save

Payabl e > Revi ew Accounts Payable Info > Paynments > Paynent
ew paynments by vendor, paynment, bank, account, and date.

Payment | nquiry

No Save

Payabl e > Revi ew Accounts Payable Info > Vendor > Aging
ne agi ng categories to generate aging reports.

Vendor Agi ng

Ap Vndr Aging Dft

Ap Vndr Aging Pp

Payabl e > Revi ew Accounts Payable Info

>

ew vendor information including address,

&Cont act
Payabl e > Revi ew Accounts Payable Info
ew vendor conversation details.
&Conver sati on
Payabl e > Revi ew Accounts Payable Info
ew over due vouchers by vendor.
&Over due Schedul ed Payments
Payabl e > Revi ew Accounts Payable Info
ew current vendor bal ances.
Vendor Current Bal ance
Payabl e > Revi ew Accounts Payable Info
ew vouchers that have Rejected status.
&Rej ect ed Vouchers
Payabl e > Revi ew Accounts Payable Info
ew schedul ed paynments by vendor.
Schedul e Payment |nquiry

Payabl e > Revi ew Accounts Payable Info > Vendor > Schedul ed Paynments on Hol d
ew vouchers that are schedul ed for payment and that have Hol d status.

Schedul ed P&aynents on Hol d

>

>

>

>

>

No Save
No Save
No Save
Vendor > Cont act

| ocation, and contacts.

Updat e/ Di spl ay
Vendor > Conversation

Updat e/ Di spl ay

Vendor > Overdue Schedul ed Paynents

Updat e/ Di spl ay

Vendor > Current Bal ance

No Save

Vendor > Rejected Vouchers

Updat e/ Di spl ay

Vendor > Schedul ed Paynent

No Save

Updat e/ Di spl ay

Interface
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Qperator: JHANCOCK Rol e Nanme AP Voucher Entry
Run Control JH_RUN_CONTROL As of: 10/ 04/2007
Run | nst ance fallalalioliolie

Portal Navigation:

Page Ef fective access

Permission |ist

Account s Payabl e > Reports > Voucher Reconciliation > Vendor Liability Aging

Run an accounts payabl e vendor liability aging report.
Vendor Liab Aging Add Updat e/ Di spl ay
Vendor Liab Aging Add Updat e/ Di spl ay

Account s Payabl e > Reports > Voucher Reconciliation > Vendor Liability Aging

Run an accounts payabl e vendor liability aging report.
Vendor Liab Aging Add Updat e/ Di spl ay
Vendor Liab Aging Add Updat e/ Di spl ay

Account s Payabl e > Reports > Voucher Reconciliation > Payables Open Liability

Run a Payabl es open liability report.
AP QOpen Liability Add Updat e/ Di spl ay

Accounts Payable > Reports > Paynents > Trial Register

Create a summary of payments by bank account.
&Trial Register Add Updat e/ Di spl ay

Accounts Payable > Reports > Vendor > Vendor Bal ance

Create a report |isting outstanding bal ances by vendor.
Qut st andi ng Bal ance by &Vendor Add Updat e/ Di spl ay

Accounts Payable > Reports > Vendor > Vendor Summary

Create reports listing all vendors by status (wth basic summary information).
&Par anet er s Add Updat e/ Di spl ay

Commi t ment Control > Revi ew Budget Activities > Budget Details

Conmi t ment Control

Conmi t ment Control

Revi ew budget details.
Budget Details No Save

Revi ew requi sition transactions that fail budget checking.
Requi sition Exceptions Updat e/ Di spl ay
Li ne Exceptions Updat e/ Di spl ay

Revi ew purchase order transactions that fail budget checking.
Purchase Order Exceptions Updat e/ Di spl ay
Li ne Exceptions Updat e/ Di spl ay
Up Financials/Supply Chain > Install > Installation Options
Specify install ed Peopl eSoft products and other installation options.

&Overal | Di splay Only
&Vanuf act uri ng Di splay Only
&Pur chasi ng Di splay Only

Up Financi al s/ Supply Chain > Common Definitions > Agency Locati on Codes > Agency Location
Enter agency | ocation codes.
Agency Location Code Di splay Only
Up Financial s/ Supply Chain > Common Definitions > Cal endars/ Schedul es > Cal endar Bui |l der
Define and reference a cal endar as the base for other cal endars.
&Cal endar Bui | der Di splay Only
Up Financi al s/ Supply Chain > Common Definitions > Codes and Auto Nunmbering > Reason Codes
Identify a reason code, description, and reason code type.
Reason &Codes Di splay Only
Up Financi al s/ Supply Chain > Common Definitions > Currency > Currency Code

&Currency Code Di splay Only
Up Financial s/ Supply Chain > Common Definitions > Currency > Currency Code Report
Create a currency code report.
&Currency Code Add Updat e/ Di spl ay
Up Financial s/ Supply Chain > Common Definitions > Currency > Currency Exchange Cal cul at or

Currency Exchange Ca&l cul at or Di splay Only
Up Financial s/ Supply Chain > Common Definitions > Currency > Currency Quotation Method

Currency &Qotati on Method Di splay Only
Up Financial s/ Supply Chain > Common Definitions > Customers > Standard | ndustry Codes
Revi ew del i vered standard industry codes for classifying vendors.
Std I ndustry Cl ass Di splay Only
Up Financi al s/ Supply Chain > Common Definitions > File Locations and | mages > File Locations
Define file extensions and file |ocations.
&Fil e Locations Di splay Only
Up Financial s/ Supply Chain > Common Definitions > Location > Location
Define address details for entities such as business units, assets, and banks.
&L ocation Definition Di splay Only
Location &Detai | Di splay Only
Up Financial s/ Supply Chain > Common Definitions > Location > State

> Revi ew Budget Check Exceptions > Purchasing and Cost Managenment > Requisition
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Qperator: JHANCOCK Rol e Nanme AP Voucher Entry
Run Control JH_RUN_CONTROL As of: 10/ 04/2007
Run | nst ance fallalalioliolie
Portal Navigation:
Page Ef fective access Perm ssion |ist
Add or review a state or province code.
&St ate Di splay Only PO _DSPLY
Set Up Financial s/Supply Chain > Common Definitions > Notes > Note Types
ldentify a note type code and descri ption.
Not e T&ypes Di splay Only PO DSPLY
Set Up Financial s/ Supply Chain > Common Definitions > Notes > Standard Notes
Identify a standard note code, note type, text, and related infornmation.
&St andar d Not es Updat e/ Di spl ay Update/Di splay All PO _DSPLY
Set Up Financial s/Supply Chain > Common Definitions > Products > Product Group Table
Identify a product group code and product group type.
&Product Group Tabl e Di splay Only PO DSPLY
Set Up Financial s/ Supply Chain > Common Definitions > Shipping and Receiving > Commodity Code
Identify a commodity code, SetlID, effective date, status, and descriptions.
&Comodi ty Code Di splay Only PO _DSPLY
Set Up Financial s/Supply Chain > Common Definitions > Shipping and Receiving > Frei ght Terms
Set up freight terms, including title passage and frei ght payment details.
&Frei ght Terms Di splay Only PO DSPLY
Set Up Financial s/ Supply Chain > Common Definitions > Shipping and Receiving > Ship Via Codes
Identify a ship-via code and mi ni num and mexi mum shi ppi ng capacities.
S&hi p Via Codes Di splay Only PO _DSPLY
Set Up Financial s/Supply Chain > Common Definitions > Units of Measure > Units of Measure
Establ i sh general units of measure for the system
&Units of Measure Di splay Only PO DSPLY
Set Up Financial s/ Supply Chain > Common Definitions > Units of Measure > Units of Measure Report
Print the Units of Measure report.
Units of Measure Report Updat e/ Di spl ay PO _DSPLY
Set Up Financial s/Supply Chain > Common Definitions > User Preferences > User Preferences Report
View the user preference details.
&perator Preferen Updat e/ Di spl ay PO DSPLY
Set Up Financial s/ Supply Chain > Product Related > Asset Managenent > FERC Code
Set up FERC codes.
Ferc Cd Defn Di splay Only PO _DSPLY
Set Up Financials/Supply Chain > Product Related > Inventory > Storage Rul es
Establ i sh standard codes to represent special storage requirements for itens.
St &or age Rul es Di splay Only PO DSPLY
Role Class Information:
Per mi ssi onDescri ption Updat ed by Updat ed on
PO DSPLY Di spl ay- 1 nqui re_Report PO A232845 - Tai,Asif-067-GM S 05/ 15/ 2007
SO _AP_VOUCHERAENVBYcher Entry + JWELSH - Welsh,Jim067-GM S 09/ 23/ 2007
SO _VENDOR_DI SPeAdor Information - Display JHANCOCK - Hancock, Jim067-GM S 07/ 06/ 2007



